




WILL CALL 
(Pre Receiving) 

+ Will Call stafTpicks up mail from post oEce. 
r Picked up and delivered (postal delivery/express) mail opened and separated into 

Land Court and Regular mail. 
r Mail, is delivered to respective secfium. 

PERSONNEL: 

* CIerk IIf (SR08) 
e Clerk IV (SR10) 





RECEIVING 
L COURT: Documents that have been delivered to the Btrreatl md requires 
checking before it can be recorded. 

The process of checkmg Land Court. tfmurnents in a simplifid version: 

r Ensure names shown in documents are consistent to the infomation reflected 
in our certificates of title. Names must be in mi. no initids 

r Address of grantee/mortgagee/lessee is indicated. 

e "'Current" certificate of title is referenced in instrument 

r If the Grantee/Mortgagee/Lessee is a corporation, must show state of 
incorporation and provide letter of goad standing. 

0 With Release of mortgages 
0 Check certificate to ensure party releasing has interest. 

If releasing party differs from original mortgagee, check for 
assignments or change of name to validate parties authority to 
release mortgage. 

* Original signature of parties 
If documents are signed by a Power of Attorney, check for 
recorded POA. 

Proper notarial acknowledgement 
* Venue 
* Name of parties being notaxized consistent with name under 

signature and in the body of the instrument. 
* Signature 

Expiration date 
* Seal 

e If document is a deed transferring title 
Check conveyance tax certificate for completion 
Note recording of conveyance on current certificate of title or 
on fast conveying document if certificate has not been created. 

cr Hote fees on first page of domment and initial approval 
* Validate check is for the proper amount 

Determine check nat stale dated 

P If deficiencies cannot be corrected, a Rejediari Fom is completed and sent back to 
customer with documents. 



WGUILAFZ SVSTEbl: The process of checking Regular system drrcwenes iu a 
simplified version: 

r, Ensure names shown in documents are consistent kougbout the document in the 
body, under the signature line and notary acknowledpent. 

r Address of granteelmortgagdessee is Indicated. 
r Original signature of parties 
e Proper notaxid ack-nowledgemenl 

* Venue 
* Name of parties being notarized consistent with name under 

signature and in the body of the instrument. 
6 Signature 

Expiration date 
Seal 

@ If docwent is a deed transferring title 
* Check conveyance tax certificate for completion. 

e Note fees on first page of document and initial approval 
* Validate check is for the proper amount 
0 Determine check not stale dated 

r Xf deficiencies cannot be corrected, a Rejeclion Fom is completed and sent back to 
customer with doeumentts. 

DQUBLE SUSmm These are documents invohing both Land Court and Regular 
System interests. 

r Each section checks their part and forwards document b other 
section. 

@ If deficiencies cannot be corrected, a Rejection inom is 
completed and sent back to customer with documents. 

+ Receiving Clerk I - SR 17 
* Land Court (5) 

Regular System (4) 

e Receiving Clerk I1 - SR 19 
tandGourt(1) 

r Regular System (1) 



90: 

We cannot mcarrl your dacumentls) for the fctlowing masons: 

e s r r r w r e r r e e r e e ~ ~ r o ~ ~ e ~ r 6 ~ ~ ~ $  

: FROM: State ofHawaii * 
Q 

r DeparCment of Land and Nahrraii r : Resources Bureau of Wtnveyanws : P,O. Box a 6 7  w 

r Honolulu, Hawaii 96803 
s 
B *... e e ~ e e * * * ~ * ~ * ~ 4 * w e e ~ e r e c 0 ~  

El fne fist page of a document must contain the following: 

8 Top 3 39 must be reserved for Registrar's recording information. 
The mailing address to whom the document should be returned, kypewriitten 1 %" from the left margin 
and not to exceed 3 %" p e r  fine. 

0 Type of document n; Grantoris) name a; Grantee@) name and address a; Tax Map Key 1 a. 
Documents should be no larger than 8 "h x 11 inches and should be single-sided sheets of written text. 
Document will not reproduce legibly under photographic or electrostatic methods. 
Names of parties must conform throughout the document (body of instrument, signature line and notary page). 
Names of individuals, signing in their individual capacity, must be typewritten stamped or printed beneath signatures. 
Notarial a&nowlsdgment required or incomplete. 
No paper or materials can be secured or attached in a manner that may conceai any written text. 
NotarylPacQ of interest needs to initial all changes (white-out). insertions r) or deletions in instrument. 
Authentication of foreign notary public required; Consulate/Apostille 
Book and Page or Document number of not referenced in instrument or is incornpfete, 
Missing: Exhibt! n; Schedufe C); Self-addressed stamped envelope m; Other 
Financing Statement #em No. incomplete. Other: . 
Documentjs) must include original signature(9). Signature of . 
Judgment requires referenm to Tax Identification Number of party against whom judgment is filed or statement that 
information is not in the possession of the party seeking recordation. 
Conveyance Tax Certificate: Not presented 0; Incomplete a. 

1 If using P-S4B (Exemption from Conveyance Tax), Part I, send entire package to Tax Ofnce for approval. 
State af Hawatt Oepattment of Taxation 
Technical Review Office 
P. 0. Box 259 
Honolulu, Hawaii 96806 
Attention: Conveyance Tax Clerk 
Phone: (808) 587-1577 

Returning: L7ocument{sf ; Check # for $ 
Correct CerWjcate of Title (CT) not referenced in instrument{s). 
Instrument does not contain or have endorsement of: 

0 Full name of parties, no initials permitted; 
Address of: Erantee(s) a; Mortgagee(s) [7; Assignee(s) a; Debtor{s)iSecured Party 0. 
Maritat status of Grantee{$) required. 

• Individuals taking title, if married, must show full name of spouse. (No inliats permitted) 

incorrect fees 

0 Corporate Grantee($): Letter of good standing D; State of incorporation C); Corporate address 0. 
Certificate of Title must be amended. Please complete the enclosed Petition to note: Marriage D; Divoroe a; or Death a. 

Attach certified copy of marriage, divorce or death certificate to patition. Filing fee for Petition 
is $32.00, $1.00 for each exhibit and $9.00 for certification. Check should be made payabfe to LAND COURT and mailed 
wlth Petition to: LkND AND TAX APPEAL COURT, 

777 PUNCHBOWL STREET 
HONOLULU, HAWAlt 96813-5093 
Phone: (808) 5394777 

REMARKS: 

Conveyance Tax Fee $ 
$ Recording Fee for 
$ Recording Fee far 

Date: September 17,2006 Carl Watanabe - (808) 587-9120 

($25.00 per document and $5.00 for 
each page after 20 pages per system) 

REcfECflOAI FORM USED TO IMDICATE DEFIClEAIGJES 

Certified Copy Fee $ ($1.00 per page) for . 
Misoellaneous Fee $ for 

TOTAL FEE DUE $ Check pdyable to BUREAU OF CONVEYANCES. 



tand G e u ~  Receiving 

LCATS Main Menu 

Ciiick PF3 
Inquire CT 

Type name of 
borrower 

To view CT 
references C 

Click on respective 
entry to begin search 



Land Golrrt Receiving 

"& an I Y X ~ Z % E ~  IfS7SS Li~nrlrcn. Ls LeXS SO, 61. BfW,  MU, illdC SIB7 anb 

n z s .  ~ i w *  7: LOT I .  s 1 4 ~ h  10: d ior r-a at w Ccluir i~plr~acioa *b*i 

Set Inquiry 
Mode to 'W or 
"L" to estabiiish 
search criteria 

Certificate 
header appears 

Page Down Y C 



Land Courl Receiving 

Lxtcate Mortgage 
reference 

Determine any 
assignments of subject 

mongage 

O U R C I I * I O U ( ~ ~  wm%wUssrm 
mar, nW. m B1 M U  sm?m bor v a l w  - x r a  
asararaanna s r m .  rr*. -r a r ' m  ~ m p r i e t a ~  inf&e mt a mulo 
i a n w ,  mar. pas3.m. a.rcrs arui rrm- ~dceaxiaa am br~ai, d m  h.rsiry 
*o*~wLeSm chlt CsaPs n p s f u e  Kvll ~ " m s U ? d % r i 3 1 s i s c s t w W  e h p r 9 o r . m d  
fn rpnsi&rsclen eh.-t. b MRW -mi a d  dl.cbatgo said m~pagi. 

-?5 B-XC P.BX7BPgnTim & Y B T B ,  
rm. 

-" 

1. V e q  Mortgage docmsnt number against certifiate infomation 
2. Verify correct certificate is referenced in instrument. If no certificate of title number is shown or 

certificate is cancelled, endorsement of current cetiiicate can b e  made. 
3. Verify proper party is signing off. 

a, If instrument is being signed by Pwer of Attorney, check POA file 10 verify authority. 
b. If party signing is from original mortgagee, verify assignments or check change of 

name file. 
4. Check notarial adolowlrPdgment for: 

a. Venue I acknowiedgmmt ntmplete 
b. Properiy signed by notary 
c. Expiration and seal 



bind C O U ~  Receiving 

If information i s  
valid, note certificate 
on f i s t  page, fee and 

initial to indicate 
acceptance. 

Check and verify 
check for fees. 

Attach check to 
document and 

forward to bave 
labels prepared and 

affixed. 

I 



Regular Receiving 

1. Check document to verify proper regular 
system refernece is shown. 

2. Verify original signature and proper party 
signing. 

3. Checkj notarial acknowtedgrnent for: 
a. Proper venue and names 

conform. 
b. Signature of notary 
c. Notarial expiration date and 

seal. 

I 

1 It instrument is acceptable 
for recording, note on first 

page, lee and initial to 
indicate acceptance. 

Check and verify check for 
tees . 

Attach check to document 
and forward lo have labels 

prepared and afi ixed. 



LC Receiving Deed 

M D  ths mraiws,  rssai~iw*,  *s, i a a w  md 
pmSiw L~.LOOL aad *I$ ab =be *st.-, right, ti* 4 larrrsat 
el ekd Q m t D r ,  bMh R la- md in w i b y ,  WmZn lad ensnto. 

m uaw M) IO B D ~ D  EIX s c p e ~ . ~ :  d e h  111 
bui&¶LwS, isprowwmto te==mts, d**, arramt6,  
&not-, paivit& aria .w~-M UY)nnm~a brr*mgia. 

Deed is submitted for F l  
v&y full aames being 
us&. If initiais are used, 

endorse futl name. 

verify address of gmm. 
ff missing, eodorselaent 

aliawed. 

Check for tenancy I 

I E A T S  Main Menu 

Click PF3 
I n q k  a' 

seller 



LC Receiving Deed 

L o l  tU2, 7.1m r W P l a  2-t. W ltir 

<- *,I z=w&oD *us a* m.%.. LO. 

Ciick on respertive 
entry to begin =view of 

certificate I 

Page Dawn T 
to view more 



LC Receiving Deed 

1. Confirm property hansfwred 
conform to cKdficate infmation 

2. Locate certificate of title refemce 
aud if not c m t  or missing, 
endme c u m t  cmificale of title. 

1 --,- f 1. Verify name under signature cmfom to catificate and body of 1 
deed. 

2. Verify proper paxty is signing off. 
a. If ins-nt is beiig signed by Power of Attorney 

check POA fib to verify authority. 
3. Check notarial acknowledgment for: 

a. Venue 1 acknowledgment complete 
b. Pmpaly signed by notary 
C. Expiration and seal 

4. If initials are wed, endorse. FULL name of party. 

Under PF L , pull up 
df ica te  to no& 

recordation of the deed 

%%en certiftdate if accessed, 
the conveyance information 

wiX1 be reflected on the 
screen. 



LC Receiving Deed 

p h ; l , - : z ~  T- 
i , :  l a 7  ' . $ i  >.> , ,,,!-~y :: 

...... - . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  . . *  .&&!-.:.. 
& rrrs . . , . -- --- .--.- - ..-----.--- "I Review conveyance tax cmificate 

fw compieteoess and 
acknowledgment , 

note certificare on first 
page, indicator for new 

issuance, ft?e and &ha2 to 
indicate acceptance. 

Attach check to document 
and fm& to have Iabets 

mared and affixed. 



LC Receiving Deed 

Labels printed and 



Regular Receiving Dead 

IHlP DFm, nhd . . %%. h~ sd b r w n  
r u y  EYI~ msm d lTh hwOh'G JIY ClilJMi N ( i A d x a i <  ltrcermka 
~ , i i~~ . i i r rc (ancd@a: Ihr ' .Gwur 'J ,~h iWCJ b W  FAMlLUdRACtE1 F 
W3EF.UflLLa. hc&nJ YC wit W . r h i u a l U n h ~ r  i I + ,  A l z . w -  Sacct.W,l. 

Deed submitted for 
mordii 

Check fm addless Of 

I 1 Verify name ui tbe body of the msirurnmt. 
under the signature aid in the 11aari.d 

3&#F---?. . . .- -- - . , -...-A - - A , .  .- acknowledgmnlr arr the same 
i I 

2.  If being signhi by RQA, no need fczr 
voriFtcation. 

3. Check notarial acknowledgment fur: 
a. Vntue/atlolowIedgntent complcte 
b. Properly signed by notary 
c .  Expiration and seal 

Regular Systrmt propmy. 



Regular Receiving Deed 

completeness and acknowlsdgment 

note fee on first page, arid 
initial to indicate 

accqtancc. 

Check and verify check 
for fces. 

Attach check to document 
and forward to have labels 
prepared and aKi. 



Regular Receiving Deed 

&,-! ..:. , . *:;: ..a;* ,<>* ,..... <:_.: .:* .iLg:* 
2.w +-. !A 3. w ( u x  r i w  @la .-* ern. m ..a% 
. i s  '.;i.'- . - 

" .-. . .. . ..--.A-h..-- .. &:;.-e.. .: 
! 



Double System Recording 

C m a t  Practice 
1. Sections check respective portion and turns it aver to the other, is. Regular will do 

fast check and send over to Land Court to check Land Court portion. 

Special Project Wt 

I. Documents are checked in its entirety and a review is made of BOTH interest. 

Curreat Practice 
1. Sections label their own portion and turns it over to the other, i.e. Regular will 

prepare and affix Regdar System label and send over to Land Court to prepare and 
affix Land Court labels. 

I Special Project Unit I 
I .  No labeling is done and checked documents are sent to receiving to be labeled as 

described in Current Practice 





LABELING 
(Time and Numbering Function) 

Creating md  affixing labels are done by the receiving clerks of the specific sections as well as 
other staffers identified for this task. 

e Take document and program label information based on information provided on 
first page of the instrument and conveyance tax form. 
Print labels on Zebra label printers 

e -x labels to appropriate document. 

After documents are labeled, given to Cashiers to ring up. 

PERSONNEL: This function is performed by the Receiving Clerks in each section. 



ram s b w  
\tVM A W F h 4  

HONOLULU, Hl BBBqbi 

d SYSTEM, INC. AS NOMINEE FOR BMG MORTGAGE, INC., A DEtr$WME GORPOMTtB 

8 e9iha8lihas full payment and s rrtion d the =ma, and in mnsidadn tkerd*  d m  
hemby canast end dlchamcs saM Nkmwet. 

Ort~inal h/kr@agor: TOAN EX3 W M ,  UNnaaffRlED, As TENAW IN S W W W  
Original Momagm: M O R T W E  EECTRONIC REGtSTRATIQM SYSENIS, INC, AS PIOMlMEE FOR BPI@ 
MORTGAGE, INC., A ISELAWE CORPOaATlON 
Dab$: 0310(,R005 Reoontd: 0319=2W)5 In WWRe~tnlber: PqelFbllo: IdiA as If18hrnent No.: L324aBaQ / 

in Honolulu County, W m i i  
d r n b  

iI3riginal CP tf: 7S3M 

1PI WmdESS WHEREOF, said bider, by Ae a%@r duly amria&, hss dufy axatad t!m kmdng Insbvmenb; 

MORTGAGE ELECTRONIC REGlSTRATlOM SYSTEMS. INC. AS NOMINEE FOR BNC NIORTGAGE, tMC., A 
D E M W M E  CORPORATIOM 
On 



I 
AAer recordation, return by mail or pick up 0 

Ronald M. Tochioka 
5221 Hartford Way 
Westminster, CA 92683 

Document contains 6 pages 

Tax Map Key: (2) 4-4-14-3 

Deed into Trust 



* Make sure all the 8:Qls are Time & Numbered 

Put on filters (releases or single hcumnts)  - approximately 5 to 10". 

r Be aware when the time has changed (especially if you leave your desk) 

Before Time & Numbering 8:Ol (Title Gom~anv Precheckcs): 

* Make sure someone has bumped the system to start the next day 
(look for "Precheck" sign among the Land Court Receiving Clerks) 

e Put on fillers (releases or single documents) - approximately 10-20". 

e Do NOT Time & Number any Issuance documents until advised. 

Do NOT Time & Number any Land Court Orders (LCO) until after the 
counter has closed (3:29pm)+ Make sure the counter person does NOT have 
any customers first. 

Make sure to check the Document and Certificate Issued amount before a set is 
processed. 
(NOTE: ( 2 )  missed Document or Certificate Issued will take time to fix) 

* Make sure a "filler" is put in between each set. This will help to fix the set in 
case a document was missed before it had been processed. 

* Fillers are put on k~ case we forgot: to Time & Number something for 8:01, if the counter goes 
over the amaunt of document numbers that were saved for the day OR if we need to replace 





TIME & NUMBER 
DOCUMENTS 

Land Court uses Brinkrs: 
#I - (Counter) 

#4,#5,if7&#10 

Regular uses Printers: 
#2 - (Counter) 

ff6, #8 & M 

Review uses P~nter  #Id 3 0 1 3 2 %  



TIME & NUMBER 
DOCUMENTS 

After you click on a p3t.jinter, ysu will1 get this screen 

Press "ENTER9' & you will get the screen below 



TIME & NUMBER 
DOCUMENTS 



Steps to T h e  & # 
# i - Shows 6Trmsaclion No" 

(Ex: Doc #I would be Transaction No 1, Doc #2 - vr.auld be Transaction a, etc) 
# 2 - Key in System 'W' for taad Cow, "R" for Regular System & "D9' for Double System 
# 3 - Key in Number of Pages if over 20 pages (System is already defaulted to 20 pages) 
t f  4 - Key in Number of Docwent Nurnbefs needed far lSt Transaction 

(Ex: If I" Document cdls for an An & Consent, it would be given TWO Numbers for that document. 
Otherwise, most documents have only ONE Document Number. 

# 5 - Key in "1" if a Land Court Order Number is needed & make sure to delete Document Number. 
(Only "1" number can be issued far Land Caw Order) 
NOTE: You cannot issue a Document number & a Land Court Order on the same Transaction 

# 6 - DO NOT ISSUE ANY ERS FOR DECREE UNLESS D O C W N T  REQWRES IT 
(Decrees are rarely issued. Please check with Supervisor to inquire if one should be issued or not,) 

# 7 - (Same as #4, but for Regular System Documents) 
# 8 - (This function is only used for Regular System to Number MuItipIe Documents at once) 
# 9 - Key in the Number of Certificate of Title numbers that will be issued for this Transaction 
#lo- 1'' box is used to put in letter codes: 

"AS" - As listed herein (if "3" or more Certificate of Title numbers are affected) 
"C" to copy the noted on Certificate of Title number from the previous transaction 
66 ?9 N - to have the system pick up the last Certificate of Title number that was issued 

#I1 -Key in Certificate of Title number (without comma) in 2"d extended box 
(If entering "2" Certificate of Title Numbers, use 66&9' in between both CT#s 

#12- Key in Conveyance Tax Amount 
#13- Key in Tax Rate Code - (CHECK CONVEYANCE TAX FORM IF BOX IS CHECKED OR NOT) 

"P" (Prior Years thru 6/30/2005- check Box#1 on Conveyance Tax Form), 
"1)" (Investor - check Box #5 if NOT checked) & 
"1" (Home Occupant- check Box #S if checked) 

#14- Key in Penalty + Interest (if any) 
#15- Make sure Amount of Conveyance Tax matches the amount on the Conveyance Tax Form 
#16- If using FORM P64A & keying a Conveyance Tax Consideration, you won't have to do anything 

in this box 
If using FORM P a B ,  you need to put an "8" in this box or an "*" (the "8" wifi turn into an "*") 
which wit1 alert the system that a "$0.00" Conveyance Tax Amount will need to appear on the label. 

#17- Key in Tax Map Key Number: 
1" box will be the Island Code - (I) Oahu, (2) Maui, Molokai & Lanai, (3) Big Island & (4) Kiiuai 
2nd box t h  5' box - Zone, Section, Plat, Parcel & CPR No. 

#18- Before processing the set make sure you double check that everything was keyed in - 
check the Document, LC0 & Certificate of Title count for each system & in the set 
** NOTE: If'you no~ced  that you had entered something incorrectly BEFORE Processing, 

you may change the msact ion .  Go into Change W e  - "PFl2'; Enter Transaction # 8.. 
make conech'ons (make sure to ~ G S S  "Enter9'2x to hold correction). When done, Go into 
Add Mode ''PP9" to con~nue entering your set- 

#19 -To Process (Print labels) for this set- Click on " ~ ~ r o s  Set" OR Press "Option 2" 
then 667ESC" or "PF8" to print label (See sample of printed label on next page) 

#20- If you had already processed a set & fawd that you missed a dwment ar entered something 
incorrectly, you may void the set - Click on "'Void Revlous Set9' or ""Option Op#on I 7" 
(See s a m e  voided label following the next page) 

3 0 1 3 2 5  



TIME & NUMBER 
DOCUMENTS 

L 
Label # 
Date of Docummt 

Time 
Document # 

mr Cert(st 739,%6 flw 
New CM 

0.0 Conveyance T ~ K  Amount Processed Label 
20 * of pages 
lil 
R63 Transachon No & # of Docs 

Label #with Double System - 
xam 

Date of Document 

Docwent # 

#of page5 
Transaction No & # of Docs 
Label # with Double System 



TIME & NUMBER 
DOCUMENTS 

m e n  voiding a label because a docunnent was missed when you were 
Time & numbering, this is what the label will took like as shown below 

R639 

*s++rt++waa* y ~ r n  *+t++.t+++~r+ Notice "VQOPD" on the 
same label that iust orinted 

I 

(NOTE: When Voiding a set, the Documents, LC0 & Certificate d Titie numbers may drop 
into Surplus. See Section on "SURPLUS VOIDS9'. 

Voiding the Previous set cczn only be dme ifyou are still in the TivPle & 
Numbering Screelz & haven't gone ogt. 



TIME & NUMBERING 
DOCUMENTS 

After you process the documents & print labels, you will return to this screen 

These are the 
printed label #s of 

what was just 
processed 

To get oout of Time & Numbering - Click on the RLED "X" at the top of the 
screen 0 R  'TGLrl. + PF8" 

6 8 1 3 2 8  
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CASHIERING 
(Receipting) 

Documents placed on record are delivered to the Cashiers to ring up, i.e. take in payments 
and prepare receipts of the transaction. 

r Insert name of customer 
* Many of them are coded into the system 

r Key inlabel# 
r "L" or "R" followed by assigned label(s) as shown on document 

e Fees for recording will display automatically. 
m Additional fees, i.e. certified copies, additional CTs, non-conforming , are 

keyed in manualty. 
* Code for miscellaneous fees are coded into system 

m Proceed to payment screen and verify payment. 
1, Payment is made by check, cash or credit card. 

r Code for payment type coded into system 
Titie companies have option of paying by Accounts 
Receivable. 
Public customers (major recorders, i.e. IRS, Hawaiian Tel, 
Kauai Electric) can opt to be billed. 

s Generate receipt for customer. 
* Scotch tape to back of document or give directly to customer 

+ Run report at end of day to ensure all labels have been receipted. 

Each cashier is responsible for end of day balancing of their cash drawers. Responsibility 
of balancing the total revenues daily, preparation of deposit and end of month recap is 
rotated among the cashiers. 

PERSONNEL: 

r 3 Cashiers (SR12) 





SCANNING 

Documents are picked up from the cashiers. 
Placed in numerical order. 
Documents are unstapled. 
Documents are baiched in stacks approximately 2-3 inches in height and identified by 
colored separator sheet, 
Batch number is assigned by program and documents scanned into system. 
Images are checked fox quality, clarity and pages. 

0 Batch validation for page count suspended, 
Run report at end of date to determine all documents for the date are scanned. 
Documents re-stapled. 
Land Court documents taken to vault for Review to complete final certification 
Regular System docwnents forwarded to Will Call far distribution when indexing is 
completed. 

PERSONNEL: 

0 Microphotographer I1 (SR07) 
0 Microphotographer IV (SR11) 



INDEXING 

This Eunction 
populate data 
to the public 

consists of abstracting relevant infonnation from the recorded instrument to 
fields in our program. Inputting of information creates general indexes accessible 

5 Select bat& from program to comp1ete data entry 
e Key in pertinent information taken fiom scanned image as defined in program 

* Document class (coded into system) 
Parties to the transaction (some common names are coded into system) 

* Grantor 
Grantee 

a Description Field 
Property affected 

+ Lot #, Apt W etc 
Marital s&tm change, mortgage assigned, etc 

r Raise concerns on questionable documents 
e Reflect completion of batch 

Post to program 
e Repeat process 

A k r  dl documents are indexed into the system, transmit information to server for public 
access. 

PERSONNEL: 

+ 2 Abstracting Assistant V (SR13) 
e 3 Abstracting Assistant VI (SRI 5) 
e 1 Abstractor VII (SR17) 
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VIEW 
There are six (6)  sections in review that are responsible for updating certificates, creating 
new certificates and certifying the appropriateness of the recorded instrument. 
Documents are separated into stacks of Add On's (non-issuance such as releases, 
mortgages, liens etc), PF2 (non-issuance like Add On's, however the same document 
affects multiple parcels), PF2 Deeds (Conveyance resulting in the issuance of certificates 
affecting multiple parcels/apts) and Deeds (Conveyance resulting in the issuance of a new 
certificate of title). 

AbtractinP Assistant IV (SRllt - Cornparers 

r Select Add On's or PF2's from assigned date. 
Absmct pertinent information from recorded instrument and endorse data onto 
affected certificate. 

a Make copies of documents to resolve questionable filings. 
e Prepare "draft prints" of certificate for final review by Assistant Registrar 
e After review by AR, indicate acceptance by adding AR's initials to the 

endorsement. 
e Prepare final print of certificate for AR's signature. 
e File completed certificate and remove old. 

Abshctin~ Assistant V ISR13) - Certificate Writers 

Select PF2 Deeds or Deeds from. assigned date. 
PF2 Deed - endorse conveyances on certificate for the various iots/units being 
transferred. 
Create new certificate 
Abstract and enter data 
Parties name 
Undivided interests 
Tenancy 
Transfer information fiom old certificate to new. 
Only active liens are tsansferred. Drop released Iiens. 
If multiple certificates will be merged into a single certificate, reflect merger 
language on new certificate. 
Makes copies of recorded documents to resolve questionable filings 
Prepare '"raft" copy of certificate to be cancelled for review by AR 
AfEx cancelled stamp to certificate 
Prepare "draft" of new certificate for review by AR 
After review by AR 
Indicate approval by placing AR initials on new certificate 
Print final for cancelled and newly issued certificate 

3 0 1 3 5 5  
Return to AR for signature. 



r Appoinkd by Lmd Count and sworn in as an Assistant Registrar 
r Reviews recorded documents against endorsements on certificate drafts d new 

issuances. 
+ Reviews copies of prior recorded instruments to resolve validity of current 

recording. 
r Affixes initials to "&& prinb to indicate appropriateness of find certification. 
r Returns drafts to Cornparer and Certificate Writer 
r Acknawldges final print to reBect final process of certification complete 

PERSONNEL: 

r Abstracting Assistant IV (SR1 I )  
r Abstracting Assistant V (SR13) 
r Abstractor LX (SR2I) 



REVIEW 

After the recorded Land Court documents have been scanned and indexed, it goes 
through a review process to certify the recordation is valid. Endorsements to the 
respective certificates of titie reflect a general delay. ft is the certification by the 
Assistant Registrars that has been impacted and reflect a backlog in their activities. 
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the document and endorse the 
appropriate tnformat'ion onto Vie 
certificate and a box for the Assistant 
Registrar '8 initiais to show approvai 

Assistant Registrar will review 
endorsement and indicate any 
corrections that need to be made. If 
endorsement is correct, Assistant 
Registrar will indicate approval by 
placing initials in me box. 

Reviewed draft is returned to AAfV for 
final print. 
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I Draft ~ r i n t  of affected certificate is 
madsand included with draft of new 
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conveying document to information 
reflected on affected certificate to 
ensure names of Grantor in the deed 
are the same as shown on the 
certificate. 

Assistant Registrar validates transfer 
of property interest as shown an the 
certificate and indicated in the deed. 

Assistant Registrar reviews to ensure 
that encumbrances affecting transfer 
are properly noted on new certificate. 

_riaan. 
tf review is satisfactory, Assistant 
Registrar will indicate approval on 
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Draft returned to CT Writer for final 
print. After final print is done, returned 
to AR for singnature. 
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WILL CALL 
(Post Receiving) 

After completion of the recording process, documents are returned to Will Calf for 
distribution to the public. 

r Regular System - after scming and indexing is complete. 
r Lmd Court - after final certification by review. 

Documents are segregated into different batches and placed in counter drawers for pickup 
or mailed in bulk: 

e Major lenders 
r Attorneys 
r Title Companies 

General Public mail (individual transactions) are folded and placed in envelopes for mail 
out. 

PERSONNEL: 

+ Clerk III (SRO8) 
e Clerk IV (SR10) 




